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Workers' Compensation Commission Support and all other

Item
No. Description Retention

1.

2.

3.

This schedule supercedes Schedule numbers 359,. 360,
369 & 427.

These records series are found in the offices of the
Workers' Compensation Commission Support Department.

Disbursement Records
These are detail records supporting all disburse-

ments (except payroll) made by the agency; includes
vendor invoices, purchase order copi-es, receiving
documents, STARS 50-100, 50-101, 50-102, expense
accounts (GAD X-5, X-3), interagency charges
(Centrex State use, etc), vendor payment cards,
refund authorizations.

Revenue Records
These are daily bank deposit records and supporting

detail.. Includes certificates of deposits, bank
deposit slips, and daily cash receipts listings.

Accounting Control Records
These records consist of the following:

STARS daily and monthly reports, STARS 120 adjust-
ments, expenditure control ledger, and revenue con-
trol ledger .

Purchasing Records
These 'are detail records documenting all purchases

by the Commission for goods and services. They includ
A. Purchase Order Log;
B. Purchase Orders;
C. Purchase requisitions;
D. Bidding documentation;
E. Authorization (BB-4);
F. Contracts.

Retain for three (3)
years or until audited,
whichever is later, and
then destroy.

Retain for three (3)
years or until audited,
whichever is later, and
then destroy.

Retain for three (3)
years or until audited,
whichever is later, and
then destroy.

: Retain for three (3)
years or until audited,
whichever is later, then
destroy.

Sdtadul* Approved by D«partm«nt,

Ag«ncy, of Division R*Q%*ft*rfV«

Director of
Administratioi

THU

SditduU Authority by
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•'Jo. Description Retention

Payroll Records
Payroll records are only documentation of the cal-

culation and payment of salaries. Personnel records
are kept (and reported) separately. Included are:

A. Personnel action authorizations;
B. Overtime authorizations and time reports;
C; Exception time reports;
D» Payroll registers.

Work Funds Records
These are records of advances and disbursements

made from two working funds (Workers' Compensation
Commission and Subsequent Injury Fund). They include

A. Cancelled checks;
B. Bank statements;
C. Advance records;
D. Fund balance reconciliation

Inventory'Recorcis
These records provide inventory control over the

following Commission assets:
A. Furniture and Equipment;
B. Motor vehicles;
C. Forms and supplies,

Included wi'thin the above Inventory Records are:
A. Auto history file (for each car);
B. Vehicle inventory list;
C. Computerized equipment inventory list;
D. Perpetual Supplies Inventory cards.

Budget Records
These records support the annual budget process

and include:
A. Budget estimates;
B. CPS letter and other correspondence with

Dept. of Budget and Fiscal Planning;
C. Budget approval information;
D. Budget amendments.

Accounts Receivable Records
There are three (3) major types of receivables:

A. Special tax for maintenance of Commission;
B. Assessments on Compensation awards;
C. Recovery of Uninsured Employer's Fund benefits

paid;
The above receivable records include:
A. Reports of Insured Payroll;
B. Maintenance assessment calculation;
C. Detail account records (on computer);
D. Monthly accounts receivable reports;
E. Accounts Receivable to STARS monthly recon-

ciliation.

(Continued)

Retain for three (3) years
or until audited, whichever
is later, then destroy.

Retain for three (3) years
or until audited, whichever
is later, then destroy.

Basically perpetual upon
trade-in or disposal of
vehicle or equipment, that
item is removed from inventor
Documents supporting the re-
moval are retained for three
(3) years or until audited,
whichever is later, and then
destroyed.

Retain for three (3) years
or until audited, whichever
is later, and then destroy.

Detail account records re-
tained perpetually on micro- !
fische after purging from j
computer file when account has!
been inactive for over one yea|r
All other records to be re-
tained for three (3) years,
or until audited, whichever
comes later, and then destroy.;

• - /
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(CONTINUATION S H U T )

Description

Claimant Account Payable Records
These are records of payments made to Workers'

Compensation claimants who become eligible for benefit
from either the Subsequent Injury Fund (SIF) or the
Uninsured Employer Fund (UEF). The Workers' Com-
pensation Commission Accounting Office makes payments
in accordance with written authorization from SIF
and UEF. Records include:

A. Payment authorization folders;
B. Detail account records (computer);
C. Disbursement lists;
D. Monthly accounts payable reports;
E. Monthly accounts payable to STARS.

Report Records
These records include:

A. STARS final reports for fiscal year;
B. Fiscal year closeout records;
C. SIF and UEF fund balance reports;
D. Report of Legislative auditor, etc.

Basic Personnel Transaction Form - MS 310
This record documents all classification, employ-

ment status, code/program, working hours, grade/step
and personal data:

A. Social Security No. D. Sex
B. Residence E. Name
C. Race F. Changes

Bi-Weekly Time Sheets - These computerized records
keep a running total of the following by Employee
Name, P.I.N. and Class:

A. Hours Worked
B. Holidays
C. Sick Leave (Certified)
D. Sick Leave (Uncertified)
E. Administrative Leave
F. Compensation Time
G. Annual Leave
H. Personnel Leave
I. Employment Date

Employee Leave Records contains:
A. Request for Leaves A-18

B. Late/Early Leave Slips '
C. Sick Leave A-17

Correspondence Files
Contains incoming, outgoing general correspondence

intra-and inter-departmental memorandums, follow-up
files, committee notes, etc.
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Retention

Detail account records re-
tained permanently on micro-

s fische after purging of com-
puter file when one (1) year
has passed since final paymen:
Payment authorization folders
are retained for three (3)
years beyond last payment, or
until audited, whichever is
later, and then destroyed.
All other records are retaine 1
for three (3) years or until-.
audited, whichever is later,
and then destroyed.

Retain for five (5) years or
until audited, whichever
is later, and then destroy.

Retain while employed and
for three (3) years after
date of separation or until
audited, whichever is later,
and then destroy.

Retain while employed and
for three (3) years after

date of separation or until
audited, whichever is later,
and then destroy.

1

Retain three
(3) years and destroy.

i

j
Screen annually. Retain [
those materials whicn relate !
to policy, directives or j
history of W.(3.C. permanently j
Dispose of non-record I
materials when no longer
needed.



INSTRUCTIONS--TYPE OR PRINT A
SS^APATJ^ FORM FOR EACH NEW OR

| REVISED TCCORD SERIES. FORWARD
j wf-r« Becoima uman- iCN =u-v«rntiLE

| (DOS 380-1 )

^•jEFAJCTlKNT/AGENCY
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DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 20794.

2 . DIVISION

/|cO?«fN/T7NG

AGENCY RECORDS INVENTORY

<p> 'To?
PAGE n or Tsz-

3. UNIT

OEFlNlTlON-flECORD SERIES* aw nn_ATKxa
at AS f ' A» miiiii

NORMALLY rtLKD AND U U O AS A UNIT FO*
ton AMB D i a w t T t o H Pmmoagg _

4. RECORD SERIES TITLE
'DlSKueservttT /(£<^eKs>s

S. SARLJEST YEAR/LATEST YEAR

/?gg TO /<???

5. RECORD SERIES DESCRIPTION [
IN THE SERIES.

OP*- INnniATION/DOCUMENTS/FOnn FOUND
INCLUOK T W PURPOSE Oil FOWCTION OF TMK I K m e S l

7. RECORD SERIES FORMAT(S]

Q LETTER SIZE • MICROFILM

O^LZGAL SIZE A COMPUTER TAPE

^BOUND BOCK • FLOPPY DISK

• AUDIO TAPE • VIDEO TAPE

a OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

D^LPHABETICAL

(^NUMERICAL

tB^CHRCNOLOC ICAL

Q GEOGRAPHICAL

a OTHER(SPECimf)

9. VOLUkC

/ ̂ -O^FlLE DRATCH(S)
Q MICROFILM RET1.;S1
O COMPUTER TAPE(S)

N U M B E * a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
ta^Fy FILE DRAWEH(S)
D MICROFILM REEL(S]

KiUWkaH a COMPUTER TAPE( S )
• a BTVFB(<;pcr1FV'

II . FILE l£ USED

B^DAILY a WEEKLY O MONTHLY

1 2 . FILE BECOME^ INACTIVE AFTER
3 S^MONTHtS) C YEAR(S)

1 3 . CURRENT LOCATION(S) (BLDG..FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSET9>£RE?
fclF YES, SPECIFY AOEKCY OR OFFICs)
Q YES B//NO

ETNC13. ACCSSS RESTRICTIONS ° YES Q'NO

(IP YKS, CITS LAV(S) ft RSQULATIONIS)

16. AUDIT REQUIREMENTS

O NONE B^STATE CJ FEDERAL C3 INDEPENDCNT

17. IS AN INDEX SYSTEM USED? ( I r YES.U7LAIN
BRIBFLY AKD DB3CRIBE ANY HARDBARE/SOFTWARE)

G YES D NO

13. RECCMKCNDED RETENTION

5F PREPARER 20 . "* TELEPHONE NUMBER

3 3 3 - V7 V- S

2 I . DATE

s/3</<f;

- S ? ' . " " ! - '. •' ~X'f\ S S 2 2 / 3 7 '



INSTRUCTIONS--TYPE OR PRINT A
SEPTATE ?ORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION t*r**WP K
(DCS s a o - t )

I ^fccPARTMENT/AGENCY

i WORKERS'COMPEHSATTOH COMMISSION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIV IS ION

7278 WATERLOO ROAD
p . o . acx Z7S

JESSUP, MARYLAND 20794.

2 . D IV IS ION

/jCCOU/vT/^C-

AGENCY RECORDS INVENTORY

PA«igor î r"
3. UNIT

DEFINITION-RECORD SERII Or MKLATKD RECORDS [inilMWI I T Ft
I IS!

AND U
iSITIOILB

« O AS A UNIT FOR

I. RECORD SERIES TITLE S . EARLIEST YEAR/LATEST YEAR

iil^Toiiii
5 . RECORD SERIES DESCRIPTION (—»™'*-T D K S O U M TMK TVPK8 OF- IHFORMATtOM/DOCUMKNTS/FOKMS FOUHO

IN "THE SERIES. IMCLUDK TMK PURFOBK OR nNCTION OF THB SKKTBS]

jP-ci^JL S/DwJh eMfi-G^t /^Ctf/^fa. (XmfL ^***wCfarta

f t
*{ju>e^jb sJUp <&njC- ^ A C<MA. /^<SUJ&

I

7. RECORD SERIES FORVAT(S)

0 urTTER SIZE O MICROFILM

&LZGAL. SIZE • COMPUTER TAPE

^^OUND BOOK a FLOPPY DISK

0 AUDIO TAPE Q VIDEO TAPE

a OTHEJ*( SPECIFY]

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

B^NUhCRICAL

D CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY]

9. VOLUME

/ B'FILE DRAVER(S)
• MICROFILM REHX-(S)
O COMPUTER TAPE(S)

NUMBSft O OTHER (SPECIFY)

10. ANNUAL ACCUMULATION

B'F^ FILE DRAWER(S)
D MICROFILM REZL(S]

kbUbEtt a COMPUTER TAPE(SJ
-. C em-rrrw( cs»c-f- t n > >

I U . LE IS-1

B'OAII
FILE IS-USED

DAILY D WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER
3 B^MCNTH(S) a YEAR(S)

NUMBER .

13. CURRENT LOCATICN(S) ( BLDC..FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEYHEHE?
tlF YES, SfEClPY AOKKCT OR OFFICB)

a YES o^So

IS. ACCSSS RESTRICTIONS Q YES tâ NO

( I r YKS , C1 TS LAV( S ) A RKOULATI ON ( S )

18. AUDIT REQUIREMENTS

D NONE HASTATE 0 FEDERAL C INCEPENDeNT

17. IS AN INDEX SYSTEM USEDT ( IP YIS.EtfUIN

BRIEFLY AND DESCRIBE ANY HARDBARc/sOFTBARE )

B'YES n NO QL^JI yl^^j^tvoa. jJKl*W, SJ^

1 8 . RECOMMENDED RETENTION

£^-4U*^ *5*S>*-&[

0
xi./msuc. « S B "rTTLS1^ PREPAFJEH

/~/rcAc At>*) INISTR. 47*3 ft

2 0 . ^ TELEPHONE NUMBER 2 I . DATE

z/vo/tf
~,c? r" i • : •' =sv. SS2 1137 '



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR' EACH NEW OR

i REVISED .<?ECORD SERIES. FORWARD
j WITH RECORDS RETENTION «a-wgntfl K
| (DCS 3 B 0 - ! )

j lAkcPARTMENT/AGENCY

! mm? COMPENSATION COMMISSION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT D IV IS ION

7Z73 WATERLOO ROAD
P.O. BOX 279

JESSUP, MARYLAND 20794.

Z . DIVISION

AGENCY RECORDS INVENTORY

PACE /O or * ^

J . UNIT

DEFINITION-RECORD SERIES* Or RSLATSO RECORDS NORMALLY FTI-KD ANO USKO AS A UNIT FOR
AS WTSNTtOH AMP OIBPO«ITIOM ymWOBgg

4. RECORD SERIES T I T U

6
S. EARLIEST YEAR/LATEST YEAR

me TO /re?
«. RECORD SERIES DESCRIPTION .•RIKFLT DKSCJIIB* THK

IN itS SERIES.
o r iNPoniATiaH/DacuiBNTS/raiws FOUND

1MCLUDS THK PURPOSE OR rONCTION OF TUB HmEBI

s^J*j*0srs*A. O&*s&\#-£' ^it^a^l--

I

7. RECORD SERIES FORMAT(S)

Q LETTER SIZE O MICROFILM

! Q"LZCAL SIZE • COMPUTER TAPE

^SOCNO BOOK • FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

Ô ffTHERt SPEC IFY J

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

(TCHRONCLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY]

9. VOLUME

Q FILE DRABER(S)
, • MICROFILM REEL(S)
y~5 Q COMPUTER TAPE(S)

NUMBEK D^OTHER (SPECIFY)

10. ANNUAL ACCUMULATION

° FILE DRAWER(S)

/S" ° MICROFILM RESL(S
a COMPUTE;
lyarvFPfg

kbM-bgH a COMPUTER TAPE( S J
arvFBjgpcriFv;

11 . FILE IS USED

n^DAILY • WEEKLY n^McMONTHLY

I 2 * FILE BECOMES INACTIVE AFTER-
/ O MONTH(S) a^YEAR(S]

NVM^qn .

1 3 . CURRENT LOCATION(S) (BLDC..FLOOR,ROOM) 1 4 . I S RECORD SERIES DUPLICATED ELSK^SKERET
t IB YTS, SPECIFY /.OSNCY OR OFFICE)
C Y E S Q NO s-c-sf^ /V CoM/°77e*cce"Fjs office

a*No1 3 . ACCESS RESTRICTIONS CJ YES GTNO

( I F YKS , CITS L-AH(s) * RSauVATION(s)

1 6 . AUDIT REQUIREMENTS

O NONE STATE n FEDERAL O I ̂a:EPENDeJ^•

17. IS AN INDEX SYSTEM USED? (IF YKS.EXPLAIN
BRIEFLY AKD DBSCRI Be ANY HARDWARE./ SOFTWARE )

18. RECOMMENDED RETENTION

• YES B ^NO

19 PREPARER 20. 7TELEPHONE NUMBER

3 "3"? -V7VS

2 I . DATE

£/i*/ff

~ S S » i i . i •' ? J 7 ! S H - 2 / 3 7 ^



INSTRUCTIONS--TYPE OR PRINT A
SEPAPATE rORM FOR* EACH NEV OR
REVISED RECORD SERIES. FORWARD
WITH B r o w n s pfCTRfrieM THKDVLE
(DCS 3 9 0 - 1 )

l^^EPARTUENT/AGZNCY

WORKERS' COMPENSATION COMMISSION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIV IS ION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794.

X.. D IV IS ION

/"7 ceo u NT> N <K

AGENCY RECORDS iNWNToSf

PAGE / / or 1*2^

3. UNIT

DEFINITION-RECORD SERIES-
AS WKU. A« mrmrrtoN

woimwi tiY n u m AND USKO AS A U N I T POR
AND BUWmiTIQW WHIXMg» •__

4. RECORD SERIES TITLE S. EARLIEST YEAR/LATEST YEAR

f/6 TO /W1

S. RECORD SERIES DESCRIPTION . SKIKFVY OKSCatl
•IN THE SERIES.

THK TTPCm OF" INFORMATION/DOCUMENTS/FORMS FOUND

INCLUOK THK FURFO88 OH FONCTION OF THK SKVFTKS]

7 . RECORD SERIES FORMAT(S]

SHIETTER SIZE a MICROFILM

(3 /L£SAL SIZE Q COMPUTER TAPE

BOOK Q FLOPPY DISK

• AUDIO TAPE a VIDEO TAPE

0 OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

0 ALPHABETICAL

B^NLftCRICAL

B^CHRONOLOGICAL

a CEOCRAPHICAL

0 OTHER(SPECIFY)

9. VOLUMi

/

NUMBSX

FILE DRAWER(S)

• MICROFILM RETL(S)

a COMPUTER TAPE(S)

n OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

'/* FILE DRAWER(S)
a MICROFILM RE£L(S]

kUUhgH ° COMPUTER TAPE(S)
• O OTVFPKPcrnn/i

11 .
FILE IS USED

O^DAILY Q WEEKLY O MONTHLY

1 2 * FILE BECOMES INACTIVE AFTER

-3 O^MONTHtS) a YEAR(S]

13. CURRENT LOCATION(S) ( BLDC..FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSE'SKERE?

\\r ves, speciFY AO E K C Y OR orrics)
a YES O^NO

IS. ACCESS RESTRICTIONS O YES Q/'NO

(IF YTS, CITS LAS{S) * RKOULATION(S)

IS. AUDIT REQUIREMENTS

B"STJ1a NONE STATE D FEEERAL C3 INEEPENDeNT

17. IS AN INDEX SYSTEM USEDT (IF Y K S . » ^ L A I N

BKISFLY AND DBSCR1BB AMY HAROBARc/SOFTITAfUE )

OKYES O NO

>^

1 8 . RECOMMENDED RETENTION

I 9 . ^ l » A £ AND TrTLS'OF PREPARER 20 . "* TELEPHONE NUMBER 2 I . DATE

*>/fj?

~ S ? = T " "! - : •' = S V . S E ^ 2 / 3 7 ^



•NSTRUCTIONS--TYPE OR PRINT A
SEPARATE rORM FOR* EACH NEW OR
REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION <a-vTmi *
(DCS 380- t )

| I "jlttEPARTMENT/AGENCY

WORKERS' COMPENSATION COMMISSION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT D IV IS ION

7275 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794.

Z. D IV ISION

/\(^(Ld>o /\/7"7 r>/G-^

AGENCY RECORDS i f / ra foRY

3 . UNIT

DEFINITION-RECORD SERIES* aw IOBLATBO Mcconra m n u u . Y n i AND USKS AS A UNIT FO*
PKHPtat A» w u . A« WTwmew ANO DiawitiTteM >"»^«

4. RECORD SERIES TITLE 3.- EARLIEST YEAR/LATEST YEAR

/W TO /7f7

5. RECORD SERIES DESCRIPTION (""l««-ir OKSCHIM THK TYP«* O ^ INPemUTIQN/DOCUMDITS/PQnm FOUND
•IN THE SERIES. INCLUOK THE FWWOSG OR FONCTtOM OF TMK SBIFTeS ]

7. RECORD SERIES FORMAT(S]

• LETTER SIZE • MICROFILM

O^LSGAL SIZE • COMPUTER TAPE

A o W D BOOK a FLOPPY DISK

Q AUDIO TAPE a VIDEO TAPE

n OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

NUMERICAL

IB-'CHRCNOLOGiCAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

9 . VOUJfcC
O^FILE DRA»EH(S)

—* D MICROFILM REEL(S;
a COMPUTER TAPE(S)

HUMasn D OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION
S-FTLE DRAWER(S)

^ a MICROFILM REEL'S;
kbltbgtt O COMPUTER TAPE(S)

i I I .

Iff D A I
FILE IS- USED

DAILY a WEEKLY MONTHLY

12 • FILE BECOMES INACTIVE AFTER

a MCNTH(S) S/YEARIS)
^UJBEH

13. CURRENT LOCATICN(S) (BLIXS..FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEVKERE7
tllf^TS, SFBCIFY AOEKCT OR OFFICE)

IS. ACCESS RESTRICTIONS B YES B^NO
(IF YES, CITS LAS(S) A RKOULATION(s)

16. AUDIT REQUIREMENTS

Q NONE B^STATE ° FEDEHAL n INEEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YZS.EXPLAIN

BRIKFUY AKO DESCRIBE ANY HAROBARe/SOFTWARE )

1TES O^N

18. RECOMMENDED RETENTION

D YES NO

~7tfiji^ dM^-p*

19 20. 'TELEPHONE NUMBER 2 I . DATE

shtIff
~ s? • -1 •: •' ~«: V. SHI: ; / 3 7 >



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEV OR

REVISED HECORD SCRIES. FORWARD
viiTM mrecwns u r m r r i c M S O « H H I R

(DCS 380-1 )

l4fccPARTMENT/AGENCY

I WORKERS' COMPENSATION COMMISSION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P . O . BOX 278

JESSUP. MARYLAND 20794 .

Z. DIVISION

Ac /•

AGENCY RECORDS INVENTORY

PACS / J or ~2S2^

3 . UNIT

DEFINITION-RECORD

4 . RECORD SERIES

S E R I E S - *

TITLE

f-tfNPS

<UtOU^ OW IBKLATSO RKCORIam N O W

nrrtett t
ua_Y rtL.
MO O f 9W

CD ANO

paITto

5 .

uno AS A UNIT ran
M WUPQgKB

EARLIEST YEAR/LATEST YEAR

/?h TO 198?
9 . RECORD SERIES DESCRIPTION { IIKFVY OKSCHiaK TMC TTPKS O r INFO

IN THE SERIES.
or- unuimm r IIIM/IHII inwiiTii/rnmiii FOUND

INCLUDE TtOK miRFOSC OK TONCTION Of TMK t B R E > ]

7 . RECORD SERIES FORMAT(S]

B L X T T E R SIZE ° MICROriLM

! a LZOAL SIZE a COMPUTER TAPE

BOCK Q FLOPPY DISK

0 AUDIO TAPE ° VIDEO TAPE

a OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

0 ALPHABETICAL

B^BJfcCRICAL

BCHRCNOLOGICAL

0 GEOGRAPHICAL

D OTHER(SPECIFY]

9 . VOLUME

/

O^FILE DRAWEH(S)
• MICROFILM REEL(S;
a COMPUTER TAPE(S)

N U M B S * a OTHEH(SPECIFY)

1 0 . ANNUAL ACCUMULATION

B<1£ FILE DRAWER(S)

• MICROFILM REEL(S;

kbUkgft ° COMPUTER TAPE(S )
• P QTVFP/CPC-f IFVl

i I I . FILE IS, USED

Q^DAILY P HEEKLY B M̂ONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

BJ^MONTHCS) a YEAR(S)

1 3 . CURRENT LOCATICN(S) { BLEW. .FLOOR. ROOM) 1 4 . I S RECORD SERIES DUPLICATED ELSEWHERE?
til* YES, 8«CIFY /.aeKCT OR OfFICs)

P YES O^NO

I S . ACCESS RESTRICTIONS P YES B'NO

( I T YKS , C1 TS I_AW{ S ) A RSOULATI ON ( S )

1 6 . AUDIT REQUIREMENTS

o4P NONE STATE P FEDERAL P INEE?ENDE>Tr

1 7 . I S AN INDEX SYSTEM USEDT ( i F Y i a . t J ^ L A I N

BRIEFLY AKD DESCRIBE ANY HARDBARC/SOFTWARE]

D YES P NO

18. RECOMMENDED RETENTION

I9./?BWE^ARD T r PARER 2 0.^ TELEPHONE NUMBER

•3•3*3- V7^5

2 1 . DATE

-5S •*"! • : •' =sv'. sx^ 2 / 3 r >



!NSTBUCTiqdS.--TYPe OH PRINT A
SEPAPATE rORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS JBO-t )

l^^EPARTkCNT /AGENCY

1 WORKERS' COMPENSATION COMM1SSM*

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P . O . BOX 278

JESSUP, MARYLAND 20794.

Z . DIVISION
A

AGENCY

PACK

3 . UNIT

RECORDS

^ o r

:NVEN'POKY

QEriNlTICN-RECORD SERIES* or NORMALLY PI LCD AND U « O AS A UNIT
tOW AMP OlgPOHlTIOI wntFQgga

4 . RECORD SERIES TITLE

« . RECORD SERIES DESCRIPTION [mmtmnJt BMCJIIM TM* T W M Or- I N T C n U T I O N / D O C U M N T S / n m a FOUND
IN THE SERIES. INCLUOK THK raRTCIE Oil FUNCTION OF TMK

7. RECORD SERIES FORMAT(S)

0 LTTTER SIZE ° MICROFILM

I B^LSGAL SIZE a CCMPUTER TAPE

0SOCND BOOK a FLOPPY DISK

• AUDIO TAPE O VIDEO TAPS

O^OTHEH(SPECIFY)

Co"viPurer*. : fiue s

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

B'NUiERlCAL

C CHRONOLOGICAL

• GEOGRAPHICAL

E OTHER(SPECIFY)

9. VOLUME

/

NUMBS jf

FILE DRAWER(S]
Q MICROFILM REHX.(Si
D COMPUTER TAPE(S]
a OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION

Q FILE DRAWER(S)
f \ C3 MIC3X3FILM RESL{S)

JTOBBBR" ° COMPUTER TAPS(S)
. C QTVPPKgcrlFV'

II. P-1LE IS USED

aaiDAILY O WEEKLY O^MQMONTHLY

12# FILE BECOMES INACTIVE AFTER

wm^^^mm O MONTH(S) Q YEAR(S]
DUMBER .

13. CURRENT LOCATICN(S) ( ELDG..FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSET9KEHE?
tlF YES, SMCIFY AOEKCTT OR OFFtC=)
Q YES B'NO

IS. ACCESS RESTRICTIONS ° YES O NO

(IF YTS, CITS LAH(S) & RSOULATION(S)

16. AUDIT REQUIREMENTS

O NONE STATE CJ FEDERAL C INEEf»END€?n"

17. IS AN INDEX SYSTEM USED? (IF YIS.U7LAIN
BRIEFLY AND DBSCRIBC ANY HABOBARt/ SOFTWARE )

18. RECOMMENDED RETENTION



!NSTRUCT1 CMS --TYPE OR PRINT A

SEPARATE rQRM FOR' EACH NEW OR

REVISED .tcECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DCS SBO-I )

t ̂ fcpARTMENT/ASKNCY
•WORKERS' TOMPENSATTON X0MM15SRJ*

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 20794-

2. DIVISION

/jcCeuNTMC-

AGENCY RECORDS INVENTORY

PA« ACS; 2£r
3. UNIT

DEFINITION-RECORD SERIES- OW RSLATKD MECORDS

x AS reu. A* Mmr
WOWMWI i t rt i

ION AND OISI
EO AND U

IS I T I OH fV

SKC AS A UNIT FOR

4 . RECORD SERIES TITLE

/?Qj>c:<f7- /&G3&PS
3. EARLIEST YEAR/LATEST YEAR

/9k TO im
9. RECORD SERIES DESCRIPTION ( • » • • « • ' » DKSC11IM TMK T W M OF" INPORMATtON/OOCUMKMTS/FORMS FOUND

•IN W E SERIES. INCLUOB TMK F4HMKSSB OH FUNCTION OF TMK I i n c i ]

'&c«e£<fft y^u^g^ato^ ^Uy^a^-vT' -^KJ^ OWWU^JC y/v^^&LtijCL &WZJL&X, c\<rv{ y^c^^Ji,;

7 . RECORD SERIES FORMAT(S]

O LETTER SIZE • MICROriLM

!. Q^LZGAL SIZE O COMPUTER TAPE

^^OLT^D BOOK a FLOPPY DISK

a AUDIO TAPE a VIDEO TAPS

Q OTW3?(SPECIFY)

RECORD SERIES SEQUENCE

• ALPHABETICAL

Q NLJfcERlCAL

B-CHRONCLOCICAL

O GEOGRAPHICAL

0 OTHER(SPECirY)

9 . VOLIAE

/
NUMBCX

S^FIUH DRAWER(S)
a MICROFILM REEL(S]
O COMPUTER TAPE(S)
a OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION

H^FILE DRA*ER(S)
'J, a MICROFILM REEL(S]

kmhgft a COMPUTER TAPE(S)
• O QTVFP(<;pcriiryi

K

\ i t . FILE IS USED

•S^DAILY a WEEKLY P^MONTHL"!!

1 2' FILE BECOMES INACTIVE AFTER,

1 a MONTH(S) B-"YEAR(S)
NUHBBH'

1 3 . CURRENT LOCATION(S) { BLJDO. .FLOOR,ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSE1S«:RE7
fclB^YirS, SMTCIFY AOKKCY OR OFFICE )
H-^ES O NO J^fBF'P

1 3 . ACCESS RESTRICTIONS Cl YES O^NO
( IF YZS, C > TS LAW{S) ft RSQULATION(S)

I S . AUDIT REQUIREMENTS

O NONE (&/STATE • FEDERAL O 1 NEEf>ENDe>rr

1 7 . I S AN INDEX SYSTEM USEDT ( i F Y K 3 . U 7 U I N

BRIEFLY AKD DESCRIBE ANY HARDWARE./SOFTWARE )

1TES Bruca YES NO

1 8 . RECCMhENDED RETENTION

2 0 . 'TELEPHONE NUMBER 2 I . DATE

&Mn
~ S S • -"! - • . !~?£'/\SZ'2 2 / 3 7 >



INSTRUCTI QMS--TYPE OR PRINT A
SSP.AFATE RORM FOR EACH. NEW OR
REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 9S0-I )

l^BCFARnCNT/XGZNCr

WORKERS' COMPENSATION tOMNRSSTOi

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794.

Z. DIVISION

A 6C OUNTING

PAGS ZK.-22T
3. UNIT

DEFINITICN-RKCORD SERIES* Or MKLATKD RKCOROS NORMALLY Ft LSD AND

AS miEWTlOW AMD DUPOtlTteH

U « D AS A UNIT FOR

4 . RECORD SERIES TITLE

fjcCO U KfTL f(iecovAftLe RtecQ<ts>&

3. EARLIEST YEAR/LATEST YEAR

me TO m 9 •
S. RECORD SERIES DESCRIPTION .T OKXCalBK THK TTPCS OF* INFORMATION/DOCUMENTS/FORMS FOUND

SERIES. INCLUOK THK PURPOSE OK FUNCTION

•J>

OF TMK i m e f ]

MJUJI <*^-e&*sdt ^AJLt^^aU (jrv\ C^y^b^j y^r^Z>AA ^C^t^y^ZZ /UL<JLUr*M^ ASLf#i&-j

7 . RECORD SERIES FORMAT(S]

&l±\ 1KR SIZE V^MICROFILM

a LZGAJ. SIZE • COMPUTER'TAPE

BOCK a FI.C5PPY DISK

Q AUDIO TAPE • VIDEO TAPE

O^OTHER(SPECIFY)

C(S»^,PuT£"fl p ' c e

8 . RECORD SERIES SEQUENCE

• ALPHABETICAL

Q"fiU»CRlCAL

O^CHRONOLOOICAL

0 GEOGRAPHICAL

o OTHER(SPECinrj

9. VOLUME

NUMBS*

° FILE DRAWER(S)
a MICROFILM RE£L(S;
O COMPUTER TAPE(S)
D OTHER(SPECIFY]

10. ANNUAL ACCUMULATION

Q FILE DRAWER(S)
a MICROFILM REEL(S)

kbkkCT D COMPUTER TAPE(S]
• O QTVFP(e;pcriFy'

i I I . F1LE IS USED

tB^DAlLY • HEEKLY B MCMONTHLY

I 2 * FILE BECOMES INACTIVE AFTER

/ D MONTH(S) B^EAR(S]
'BER .JfflB

; 13. CURRENT LOCATICN(S) {BLDC..FLOOR.ROOM)

7 ^ ^ 9 7 0 (o A/. LiBuayyT-

14. IS RECORD SERIES DUPLICATED ELSEW£KE?
t i F w s , apeciFir /.OEMCY OR O P F I C S )

• YES BĴ NO

1 5 . ACCESS RESTRICTIONS D YES O--NO
( I F YTS , CITS t_AS(s] & RSOULJkT I ON ( S )

I S . AUDIT REQUIREMENTS

n NONE DICTATE ° FEDERAL O INEEPEHDENT

1 7 . I S AN INDEX SYSTEM USEDT ( I F YZS.KXFLJUN

BRIEFLY AKD DESCRIBE ANY HARDIARC/ SOFTWARE )

B^YES O NO / NSuR^R. Coj><f

IS . RECOMMENDED RETENTION ^)jX^jJL 0**^»*3*

/^^ffi^de ^^^U^ fUyjfeUh cyy\ /*^*wfcc<L

- r . ? • - • ! - • . ' - . r M S i : 2 / 3 ? ^
*̂« .-^wJctA, ; sCf(&+^. &{jL£o*i;fa~



!NSTROCT1-QNS--TYPE OR PRINT A
SSPAPATE 'r 3RM FOR EACH NEW OR
REVISED .RECORD SERIES. FORWARD
W I T H wrcrams BtTFVTiOM e^vurpt̂ i ff
(DCS S9Q-! )

ji^acFAimetfrv AGENCY

WORKERS' COMPENSATION COMMISSTON

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIV IS ION

7278 WATERLOO ROAD
p.o. aox z7s

JESSUP, MARYLAND 20794.

2 . DIVISION

rjcco u ̂ T/js/C^

AGENCY RECORDS INVENTORY

PA«^or-E2T
3. UNIT

DEFINITION-RECORD SERII Or RBLATKD M
X AS TBU. AS

NORMALLY FT LJCD ANO USKO AS A UNIT FOR
ION AMD B H W a i T I B M TOWO»ga _

4 . RECORD SERIES TITLE

fe<VA&i-e rtccxs^
3. EARLIEST YEAR/LATEST YEAR

/?*& TO /9g9

5. RECORD SERIES DESCRIPTION (BMIKFUY DKSCRII
IN "H-E SERIES.

THK TYPWi O ^ INraOUTtON/DOCUMDITS/raMn FOUND
INCLUDK T»OB PURPOSE OH FUNCTION OF THK SKfPTBS j

C^tuL/(^rAX^r^t~ Jbu^ . S^VW&LL ^U^SjsvwrJE A*W?!LyM- /̂ Xf> 9̂v:C , /*»#»£#& A/p&<5T'fi&> _•
_

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O^MlCROriLM

ISTLZGAL. S IZE O COMPUTER^TAPE

FBOUND BOOK a FLOPPY DISK

a AUDIO TAPE a VIDEO TAPE

0B/cm«R( SPEC IFY)

8. RECORD SERIES SEQUENCE

a ALPHABETICAL

•'NUMERICAL

O-^HRCNOLOC ICAL

0 GEOGRAPHICAL

n OTHER(SPECIFY)

9. VOLUME
/*^-*-6^<fj<x<iJAjr*

<Z
NUMBER

FILE DRAVER(S)

• MICROFILM REEL(S)

a COMPUTER TAPE[S)

a OTHER(SPECIFY]

10. ANNUAL ACCUMULATION

ia B'FILE DRAVER(S)

a MICROFILM REEL(S]

d COMPUTER TAPS(S)NUMBER
O OTVFB(«!PcrHfy;

i I t .FILE IS USED

Q^DAILY d BEEKLY BTMOMONTHLY

1 2 • FILE BECOMES INACTIVE AFTE^ ^ ) U K » v ^ l ^ r *j -
"^ D MONTH(S) O / Y E A R ( S ) U

| 5 A y ^ E

I 1 3 . CURRENT LOCATION(S) ( BLDC..FLOOR.ROOM) 1 4 . I S RECORD SERIES DUPLICATED ELSEY>£RE7
t l F YES, 5 K C I F Y /.OWCT OR OFFICE)
n YES Q^NO

IS. ACCESS RESTRICTIONS D YES TŜ NO

(IF YZS, CITS LAV(S) & RBOULATION(S)

IS. AUDIT REQUIREMENTS

E NONE B"STATE O FEDERAL O INCEPENDe>(T

17. IS AN INDEX SYSTEM USEDT (ir YIS.U7UIN

BRtSFUY AKD OBSCRIBB ANY HARDWARE/SOFTWARE)

- ŶES D NO C-l-/\irry A/lS J^JbCZ^

18. RECOMMENDED RETENTION J P J L X S M X (A«-t^Ufl\7"

I S\ I *****

^A«U> p(H&Q&£L /VMA-CJC 4-t^^M fl&yfVY^jrX~- (f&yfvrJ^*

«:rANn^Tr 2 0 . 7 TELEPHONE NUMBER 2 I . DATE
£Nf<2*

s/->°/s;

~.ci~. • " "! - ; •' = £ V ! S Z 2 2 / 3 7 '
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^^STATE
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V



!NSTFRJCT?.ONS--TYPe OR PRINT A
SSPAPATE rORM FOR EACH NEW OR
REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS SSO-I )

i^SCPARTMENT/AGENCY

WORKERS' COMPENSATION COMMISSION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z78 WATERLOO ROAD
P.O. BOX Z7S

JESSUP, MARYLAND 20794.

Z. DIVISION

n ceo M wTvw^K

AGENCY RECORDS INVENTORY

PACK J^or i ± "

3 . UNIT

DEFINITION-RECORD SERIES* or HLA'
A9

.V rtl_KB AND UUB AS A UNIT FOR

A9 WTKNTIOtt ANB OUPOatTlOM " • « « " • " _

4 . RECORD SERIES TITLE

ftu^rt
S. RECORD SERIES DESCRIPTION Y OKSCRIBK TMS

IN THE SERIES.
or* iNromuTiON/DocuMKNTS/Fomra POUND

INCLUOB TMK M I R M g e OH FUNCTION OF TMK ( B i n e S I

oi&^U^t y^u^^aU-^ $f f <*»4ft UCF fu^ot JrfJU*^ sj^vtL ]ZsLp*r<t a( 4^f^<^i/A

7. RECORD SERIES FORMAT(S)

B^LETTER SI2E O MICROFILM

! O^LZGAL SIZE O COMPUTER TAPE

1
 ̂ P B O C N D BOOK • FLOPPY DISK

Q AUDIO TAPE • VIDEO TAPE

0>^OTHER( SPEC IFY J

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

QKNUfcERICAL

DKcHRCNOUOCICAL

• GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME

O^FIL

NUMSeX

FILE DRASER(S)
• MICROFILM REEL(S)
• COMPUTER TAPE(S)
Q OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

DEFILE DRAWER(S)
/ a MICROFILM REEL(S;

hlj^bgk a COMPUTER TAPE(S)
• O QTVFP(«;pcrlFY'

11. FILE IS USED

B DAILY • WEEKLY D MONTHLY

I2> FILE BECOMES INACTIVE AFTER
/ Q MCNTH(S) S^YEAR(S)

MUKBER'

1 3 . CURRENT LOCATICN(S) (BLDG..FLOOR.ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWEKE7
t lF>YCS, SWCIFY AOEKCY OR OFFICE)

Or^fES BNO 5,3 y^£

tB^NOIS. ACCESS RESTRICTIONS Cl YES IB^NO

(IP YT3, CITS LAl(s] * RSOULAT!ON(S)

16. AUDIT REQUIREMENTS

• NONE STATE Q FEEE?IAL O INDEPENDENT

1 7 . IS AN INDEX SYSTEM USEDT [ i P Y C B . E > 3 > L A I N
BRISFI.Y AND DESCRIBE ANY HARBIARC/ SOFTWARE )

D Y E S O^"lNO

1 8 . RECOMMENDED RETENTION

sU>

' ̂ Zfay^ M/^^XM '

wmwnl^
#r-

PREPAFJER 20. TELEPHONE NUMBER 2 I . DATE

«/W<1
- S ^ * - •;• • : •' ? S V ! £ 2 2 2 / 3 7 '



INSTRUCT IONS--TYPE OR PRINT A
SSPAPATE fORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH aeeoana BBrpsMT"»« ^CWTWR-S
(Df£ssa-t)

I 1. DGPARTMSNT/XeKNCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7S WATERLOO ROAD
i». a. aox Z7S

JESSUP, MARYLAND 2079A

2 ^ DIVISION v

AGENCY RECORDS INVENTORY

DEFINlTtCN-SECOHO IBS- or tmJC-TKo
AM WX.U A»

3RDS NOmmi.LV FTI_KD AMD U S K O AS A UNIT TOR
rtott AMD BiawaaiTtoH w a w w a _

4 . RECORD SERIES TITLE+ mmimm • • * aa*a

« . RECORD SERIES DESCRIPTION
I N

,T OKSCHII
SERIES.

Or INFCRMATION/DOCXJMKNTS/PORMS POUND

INCLUOK TMK PURPQSB OK PQNCT1ON OP TMK S « f P t K » )

^ ^**^!^^n^jSh^¥~^^Zi^y

7. RECORD SERIES FORMAT(S)

1^LETTER SIZE O MICROFILM

^^ZGAL SIZE O COMPUTER TAPE

a BOUND BOOK & FLOPPY DISK

a AUDIO TAPE d VIDEO TAPS

d OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

a ALPHABETICAL

B KLRCRICAL

a CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER (SPECIFY)

9. VOLUME

NUMBER

^"FILE DRAWEH(S)
a MICROFILM REEL(S]
a COMPUTER TAPE(S)
a OTHEH(SPECIFY)

10. ANNUAL ACCUMULATION

5 A ^ / ^ ? FIUE DRAWER(S)
a MICROFILM HEHU(S)

kUUhga a COMPUTER TAPE(S)
• O QTWFBC;pcrnrv'

i It. FILE IS USED

DAILY Q WEEKLY D MONTHLY

1 2 * FILE BECOMES INACTIVE AFTER

D MONTH(S) a YEAR(S)

13. CURRENT LOCATION(S) {BLCG. .FLOOR,ROOM)

1%3 MSt>&

1 4 . I S RECORD SERIES DUPLICATED ELSEYKERE7

t l F YES, SPgCl.TV AOEKCT OR OPriCE)
5KYES Q^NO

IS. ACCESS RESTRICTIONS J^YES D NO

( IF YKS , CITS UAw(s) A RB8ULAT IONI S)

16. AUDIT REGOIREMENTS

O NONE A^STATE D FEDERAL 0 INDEPENDENT

17. IS AN INDEX SYSTEM USED7 (|F YIS.U7UIN
8RISFLY AND DESCRIBE ANY MABDMARc/SOFTtrARK )

a YES A NO

I S . RECOMMENDED RETENTION

OF PREPARER 2 0 . * TELEPHONE NUMBER 2 I . DATE

7/1/^

~ 1 ~ T * " • i •' r ^ * ' ' SZ - 2 / 3 7 '



• • • • • • • • . ; . , . v i v : •
:
 • •

•

INSTRUCTIONS--TYPE OR PRINT A
SEPARATE irOFM FOR EACH NEW OR
REVISED RECORD SERIES . FORWARD
WITH RECORDS RETENTION SCHEDULE

1. OEPARTftENT /AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P . O . BOX 278

JESSUP, MARYLAND 20794 .

Z. DIVISION v

AGENCY RECORDS INVENTORY

PAGS *^c? or 2s~^

3 . W I T

OEFINITlON-flSCORD SERIES* o r ntLATso

A» TKUL. AM wrrror
NO1OIAU.Y PTUED AND UHO AS A UNIT FOR
tON AMD DfPOMITlOH TOItWIBBa _

* . RECORD SERIES TITLE 3 . EARLIEST YEAR/LATEST YEAR

/ i?/0£ TO

« . RECORD SERIES DESCRIPTION ( n i n t r OUOIIIK TMK

IN TUB, SERIES.
•rrm. or- INFOIIMATION/DOCUI»IIT»/>

INCLUOK TMK PUIWOSe OR FTJNCT1OH OP TM

* ^ jar . «. ^ ^ ># mi^m

X*.
^

L^s -2^ U^£^5

^^-^tP^^^-J^dVV At-^W^»-tAw /li&Cr^, es^ <^y%y,
*<~,

7. RECORD SERIES FORMAT!S]

° LXTTER SIZE • MICROFILM

tjA^GAl. SI3: ^CcOMFUTER TAPE

Q BOCND BOCK • FLOPPY DISK

0 AUDIO TAPE Q VIDEO TAPE

a OTHER(SPECIFY)

faX/i t.

X-
8. RECORD SERIES SEQUENCE

ALPHABETICAL

• NUMERICAL

a CHRCNOLOaiCAL

a GEOGRAPHICAL

0 OTHER (SPECIFY)

9. VOLUME

A " /^"FU.2 DRAWER(S)
• MICROFILM REHL(S;
Q COMPUTER TAPE(S)/

NUMBER a OTHER(SPECtFY)

10. ANNUAL ACCUMULATION

^"FILE DRA*ER(S)
/^- a MICROFILM REEL(Sl

MtUbgtt n COMPUTER TAPE(S )
i(«;pcrirvi

11 . FILE IS USED

'DAILY
^

B WEEKLY O MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
J Q MONTH(S) ^YEAR(S]
*BER £-—NUMBER

13. CURRENT LOCATION(S) (BLDC. .FLOOR.ROOM)

^ ^ I A K M :

1 4 . I S RECORD SERIES DUPLICATED ELSEVKEKET

kxr YCS, specirY AOEKCY OR o rr i cr )^

A™3 D N O ^ ^ ^ ^
1 5 . ACCESS RESTRICTIONS ^ Y E S O NO

( IF YCS, CITS L J t s ( s ) ft RSOULJkT ! ON ( 8 }

T (/
16. AUDIT REGUIREMENTS

O NONE V^STATE ° FEDERAL O INCEPSJxDENT

1 7 . I S AN INDEX SYSTEM USED7 ( i r V I S . U 7 U I N

BR1SFLY AND OESCRIBB AMY HARDWARE/SOFTWARE)

0 YES

^

NO

I 8 . RECOMMENDED RETENTICN

•?^^

TITLE OF" PREPARER

-<a.

2 0 . 7TELEPHONE NUMBER 2 1 . DATE

7//7/6JT
~ S ? T - " ! • . ' . - ' w v t S ^ r I / 3 T 1



I N^TRUCT*! QNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

^T DEP;

5B0-I }

DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

DIVISION

FR~J"->

AGENCY RECORDS INVENTORY

PACEZL or &>^
3. UNI

A GROUP Or M £ A T B D RECORDS NORMALLY FILED AND USED^A'S A UNIT/pol
REFERENCE AS KEU. AS RETENTION AND DISPOSITION PUBPOSEg ;

DEFINITION-RECORD SERIES

4. RECORD SERIES TITLE rf&£ZZ/fi-~<tJL f&o&i~t(2<^'*J&~ff&y*' 5. EARLIEST YEAR/LATEST YEAR

6. RECORD SERIES DESCRIPTION lBRUr|rl-Y DESCRIBE THE TYPES Or INrORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OK FUNCTION OF THE SERIES)

7. RECORD SERIES FORMAT(S)

XT LETTER SIZE ° MICROFILM

O LEGAL SIZE • COMPUTER TAPE

^PBOUND BOOK a FLOPPY DISK

D AUDIO TAPE ° VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

U ALPHABETICAL

n NUMERICAL

• CHRONOLOGICAL

a GEOGRAPHICAL

G OTHER(SPECIFY)

9. VOLUME

NUMBER

^ F I L E DRAWER(S)
O MICROFILM REEL(S)
Q COMPUTER TAPE(S)
•3 OTKER{SPECIFY)

10. ANNUAL ACCUMULATION
^OJ^FILE DRAWER( S)

/ a MICROFILM REEL(S)
NUMBER D COMPUTER TAPE(S)

D QTHgBfSPFrlPYl

11. FILE IS USED

ft DAILY O WEEKLY O MONTHLY

1 2 # FILE BECOMES INACTIVE AFTER

______ D MONTH(S) D
NUMBER .

'•^f
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY /.OEKCY OR OFFICE)

a YES if NO

I S . ACCESS RESTRICTIONS V Y E S O NO
IF YES, CITE UAw(s) & RB̂ OUUAT I ON ( S )

CjQ/rffifij T^^c <f7(*>ol'/fi>^

16. AUDIT REQUIREMENTS

D NONE B STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

D YES
^

NO

18. RECOMMENDED RETENTION

20. TELEPHONE NUMBER

J<? 3-^77

2 I . DATE

t//-i/S?

u DGS S50-4 (REVISED 2/87)



'NSTRUCTTf!NS--TYPe OR PRINT A
SSPAPATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORKAHD
; WITH RECORDS RETENTION SCHEDULE
i (me J B O - 1 )

1. OCPARnCNT/ASSNCr

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 8 WATERLOO ROAD
P . O . BOX 275

JESSUP, MARYLAND 20794 .

2 . DIVISION ' v

iel

AGENCY RECORDS INVENTORY

PACg ZX or 2S^

3 . UNIT

*JU
DEFINITION-RECORD SCRIES* Or RKLATKO RKCO!

X AS WKU. AM

•am unimm i i FTI-EB AND unco AS A UNIT ran
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